
DATA 

VALIDATION 

SPREADSHEET 

BASICS



Top section:
• Participant ID #
• Enrollment Date
• Exit Date

(if applicable)
• Program Name

INTRODUCTION TO DV SPREADSHEETS

Middle section:
• Participant 

information that will 
be validated

Bottom section:
• Summary sheet
• Individual cases

                           

                     

     



INTRODUCTION TO DV SPREADSHEETS

Data Element:
• PIRL codes with description of 

element

Reported Value:
• Value Reported

• Dates
• Description of element

• 0- No Value Reported
• 1- Yes
• Blank

Audit Outcome:
• Pass
• Fail
• Unable to Validate (Not used for PY 2022)

• Not applicable

Documents:
• Dropdown box
• Specific to each element

Comments:
• Text field for feedback

                           

                     

     



HOW DATA VALIDATION WILL BE CONDUCTED

1. Locate participant in NCWorks
(Unique Individual Identifier 
(WIOA) = SID in NCWorks)

2. Validate all blank Audit Outcome 
elements

3. If the element passed, select 
which document is used for 
validation from the Document 
drop-down list

                           

                     

     



OVERVIEW OF CONDUCTING DV IN NCWORKS

4. If the element Failed/Unable to 
Validate, write a comment of what 
needs to be corrected

Reminder: WDBs will be
attempting to correct these issues,

so be detailed and thorough

5. After all elements have been 
reviewed, change the color of the 
tab at the bottom of the page

(right click on tab → Tab Color)

6. After all case files have been reviewed, verify Summary
sheet/tab shows Complete under Audit Status

                           

                     

     

Green = all elements passed

Red = correction required



ACCEPTABLE DOCUMENTATION 

DV Spreadsheets include a drop-
down list of all TEGL 23-19 
documents for each data 
element.

Because not all document 
options listed in TEGL 23-19 are 
accepted in North Carolina, only 
documents listed in the most 
recently published version of 
Attachment 2 from OG 16-2021 
are acceptable.

**Currently, OG 16-2021, 
Change 1 is the most recently 
published version.**

                           

                     

     



OPERATIONAL GUIDANCE | ATTACHMENT 2 

OG 16-2021, CHANGE 1 – DEFINING DATA
VALIDATION PROCESS AND PROCEDURES

**Image above shows Attachment 2 from OG 16-2021, Change 1.  Be sure to reference the most recently 
published version of Attachment 2 to ensure agreement with accepted forms of documentation.**



WHAT EACH WDB WILL RECEIVE
                           

                     

     

► Each WDB will receive Excel spreadsheet files containing their cases that have been 
assessed for data validation.

► There will be one file per program, so 4 in total:
▪ Adult
▪ Dislocated Worker
▪ Youth
▪ Wagner-Peyser

► Each numbered tab of the spreadsheet represents an individual case

► The tabs are color-coded:

▪ Green indicates the case passed and no action is needed

▪ Red indicates the case had at least one element that did not pass 
validation and needs to be addressed.



WHAT EACH WDB WILL RECEIVE
                           

                     

     

Individual Cases

Case Information

WDB 
Comments

Describe corrective 
actions taken and any 
other important 
information



AUDIT OUTCOMES

Fail: 

When there is a contradiction between the 
data in NCWorks and documentation

 Dates don’t match

 Correct if possible

Unable to Validate: 

When documentation is not available in 
NCWorks.

► Correct if possible

► NOT USED FOR PY 2022

Pass: 

The element passed validation.  No action 
needed.

Not Applicable: 

The element does not apply to the participant.  
No action needed.


